CHAPTER 103

AIR MOVEMENT

A. GENERAL

1. The DOD must utilize members of the CRAF to the maximum extent possible unlessthereisa
documented, negative, critical mission impact justifying non-usage. Air carriers of the US airline
industry who are members of the CRAF provide aircraft and crews to support the DOD in
emergencies when reguirements exceed available military aircraft. TOs may obtain a current
listing of DOD approved and CRAF carriers at the following internet address:
https://business.transcom.mil| (select Components, Air Mobility Command, Directorates & DRUS,
DO, DO Divisions, DOB, and DOD Approved Carrier List) or by contacting the DOD Air Carrier
Survey and Analysis Division, HQ AMC/DOB, 402 Scott Drive, Scott AFB, IL 62225-5302,
DSN 779-4343, Commercia (618) 229-4343.

2. IAW DOD policy, the following prioritiesin order of precedence will be used for passenger
airlift:

a. AMC-procured channel airlift (Category B) must be used in connection with international
travel unless there is a documented negative critical mission impact.

b. Scheduled commercid air service contracted through the GSA Airline City Pairs Program
Contract.

c. Other US CRAF carriers.
d. DOD-approved, non-CRAF USflag carriers.

e. Scheduled service on US air carriersthat are neither DOD-approved nor disapproved (for
individual travel only).

f. DOD-approved foreign flag carriers.

g. Scheduled service on foreign air carriers that are neither DOD-approved nor disapproved (for
individual travel only).

3. DOD Group Passenger Movements. TOs have the authority, with the concurrence of their
respective DOD component, to route any size group, except for those groups requiring the
purchase of afull plane charter. Aninternational full planeload charter must first gotothe TO's
Service SAAM validator (See Paragraph B.3 below). Full plane charters will be arranged through
the USTRANSCOM MCC (See Chapter 101, Paragraph C.7 for MCC contact information). To
leverage the best prices for group travel, TOs should use the services of the USTRANSCOM
MCC to solicit bids for group travel or encourage their commercial travel provider to usea
central solicitation service. A central solicitation service is defined as an entity that has the
ability to solicit bids for DOD group travel from any or al airlines to leverage the best price.
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a.  Oncethe provisions of Paragraph A.2 above are met, the following applies:

(1) A movement of 10 to 20 members traveling as a group fall under the GSA Airline City
Pairs Program contract and are mandatory users of the GSA Airline City Pairs Program
(See Paragraph B.2.).

(2) A group movement of 21 or more members fall under the Military Air Transportation
Agreement (MATA) (See Paragraph E.1) and are not authorized users of the GSA
Airline City Pairs Program.

b. Cancellation Policies and Fees. Reference the Airline City Pairs contract (Paragraph B.2)
and/or the MATA (Paragraph E.1) for cancellation fee and policy information on groups.

B. TYPESOF AIRLIFT

1. AMC Channd Airlift (Category B). AMC channel airlift is the transportation of passengersin
full planeload lots on aircraft chartered from the commercial air industry. These international
charter flights are scheduled by AMC on aregular basis to and from designated commercial
airports and/or AMC gateways and/or military aerial ports. Usersreimburse AMC at the
common-user rate established in US Government Department of Defense (DOD) Airlift Rates
(http://public.scott.af.mil/hgamc/fm/rates.htm). Passengers present an identification card and
orders (annotated with an AMC unique control number (UCN)), to the AMC passenger agent in
exchange for aboarding pass. Payment is made to the carrier via contract with AMC. AMC seat
reservations on Category B passenger charters are normally available 90 days prior to departure.
Official travel providers make seat reservations by contacting their regiona Passenger
Reservation Center (PRC) (See [Figure 103-1]) or by making reservations directly in the AMC
passenger seat reservation system, the Global Air Transportation Execution System (GATES)
(See Paragraph J).

a. Maintaining arobust DTS capability isamajor DOD war readiness contributor. DOD policy
mandates utilization of the DTS to the maximum extent possible and mandates that all DOD
customers share the cost of maintaining DOD war readiness. To that end, DOD passengers
must use AMC when it meets mission requirements and must use AMC Category B charter
flights where AMC flights are avail able for international movement, even if service can be
provided at less cost by acommercial air carrier or commercial air serviceis preferred by the
traveler.

b. DOD passengers on PCS orders will be routed on Category B IAW the DOD routing guide
located at Appendix O. Once AMC Category B serviceis confirmed, commercial scheduled
air service will be arranged to connect with the AMC flight.

c. TheTO will request AMC Category B service and AMC must issue a non-availability notice
to the TO before commercia air may be purchased on international routes that AMC services.
See Appendix P for an example of an AMC non-availability notice. The reason for nonuse of
AMC must be documented in the passenger record in the airline commercial seat reservation
system at the time commercia travel isbooked. See Appendix G for AMC response codes.

If an AMC non-availability notice is not provided, the reason for non-use of AMC airlift must
be documented in the passenger record in the airline commercial seat reservation system.
Nonuse of available AMC airlift because of anegative, critical mission impact identified by
the traveler must also be documented in the passenger record in the airline commercia seat
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reservation system. Thisdatawill be reviewed jointly by the Service, HQ USTRANSCOM,
and AMC transportation policy entities for compliance biannually in April and October.

d. Members may wear civilian attire aboard AM C-owned and contracted aircraft; however, they
must adhere to individual DOD Component requirements and the DOD Foreign Clearance
Guide.

2. GSA Airline City Pairs Program. Each year, under the Airline City Pairs program, the GSA
Federal Supply Service awards contracts for air transportation for travelers on officia
government travel. The contracts are awarded competitively based on the best overall value to
the Government. The best value decision is based on considerations of the type, distribution and
number of flights, the average flight time, and the offered price. For more information, access
“Travel on Government Business and Air Travel/City Pairs’ on the GSA website:
http://www.gsa.gov]

a  Some GSA routes may offer “dual fares’; one fareis an unrestricted fare (fare basis code
“YCA") and the other aredtricted fare (fare basiscode“_CA™). The restricted fare differs
from the unrestricted fare only in that the airline can limit the number of seats offered under
theredtricted, or “_CA” fare basis (thisis also referred to as “ capacity control”). The
unrestricted fare, or “YCA”, has alast seat on the aircraft availability to the traveler. Neither
fare basis requires advance purchase and has no minimum nor maximum stay requirements,
travel time limits, or blackout periods. The restricted fareis, in many cases, significantly less
than the unrestricted fare. DOD travelers are encouraged to make reservations asfar in
advance as possible to increase the chance of obtaining arestricted GSA Airline City Pairs
fare on the routes that offer the dual fare structure. Local commercial ticket offices can
provide information on what routes offer dual fares.

b. Government contractors are not authorized use of GSA Airline City Pairsfares.

c. Exception to the Use of Contract Carriers. One or more of the following travel conditions,
which must be certified on the travel order, travel voucher, or other document provided by the
traveler or agency-approved authorizing official, must apply if a non-contract carrier or a
contract carrier other than the primary contractor is used for travel within a contract route.

(1) Space on scheduled flights (including a confirmed pet space (see note)) is not available
in time to accomplish the purpose of travel, or use of contract service would require the
traveler to incur unnecessary overnight lodging costs that would increase the total cost
of thetrip.

Note: When pet shipment is the determining factor for non-use of the lower cost GSA
Airline City Pairs fares, the traveler and not the Government is responsible for costs
exceeding the most economical travel routing.

(2) The contractor’s flight schedule isinconsistent with explicit policies of individual
federal departments and agencies to schedule travel during normal working hours.

(3 A non-contract carrier offers alower fare available to the general public, the use of
which will result in alower total trip cost to the government, to include the combined
costs of transportation, lodging, meals, and related expenses. NOTE: This exception
does not apply if the contract carrier(s) offers a comparable fare and has seats available
at that fare, or if the lower fare offered by a non-contract carrier isrestricted to the
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government and military travelers on official business and may only be purchased with a
GTR or government charge card, e.g., YDG, MDG, QDG, VDG, and similar fares.

(4) Rail serviceisavailable and such serviceis cost effective and consistent with mission
requirements.

(5) Smokingis permitted on the contract flight and the nonsmoking section of the aircraft is
not acceptable to the traveler.

AMC Specia Assignment Airlift Missions (SAAMs). SAAMs are missions performing specia
airlift assignments and provide an exclusive, one-time service. For SAAM validator information,
contact the USTRANSCOM MCC (See Chapter 101, Paragraph C.7 for MCC contact
information). See Appendix B for procedures to request SAAM movement.

Commercia International Air Charters. When AMC international contract is not the procurement
medium, the most cost effective charter service that will satisfy mission requirements will be
procured. The SAAM surcharge will not apply.

Commercia Scheduled Service. Appliesto seats purchased on regularly scheduled commercia
airlines. DOD Components may establish separate procedures to accomplish payments as long as
the payment is through a contractor-issued travel card or a central billed account established
under a GSA contract for commercial travel card services.

Commercial Domestic Air Charter Movements. Applies to group/unit movements on domestic
commercia charters purchased by AMC viathe Master Solicitation (MS) and is requested
through USTRANSCOM/MCC (See Chapter 101, Paragraph C.7 for USTRANSCOM MCC
contact information).

Charter Air Taxi.

a Charter air taxi service may be used when it is cost favorable or when aless costly means of
transportation does not satisfactorily meet the official travel requirement.

b. HQAMC/DOD Air Carrier Analysis Branch (DOBA) approves air taxi carriers for DOD
passenger service. Chartered air taxi service must be obtained from DOD-approved air taxi
operators. If not held locally, alist of DOD-approved and disapproved taxi operators may be
obtained from HQ MTMC. In addition, the list of approved air taxi carriers may be obtained
by accessing Internet address: https.//busi ness.transcom.mil{then select Components, Air
Mobility Cmd, Directorates, DO, DO Divisions, DOB, and DOD Approved Carrier List. If
the use of a non-DOD-approved air taxi operator is needed, the TO should contact HQ
MTMC with their user requirements. However, in cases of AMC contract awards, air taxi
operators are not required to have approved tenders on file to receive awards.

c. Oncethe use of air taxi service has been authorized, TOs may arrange the air taxi service
with a DOD-approved operator. Normally, a GTR must be used to procure this service. A
government-issued travel credit card may also be used. TOs must ensure that a DD Form
1341, (See Figure 102-3), is properly completed and forwarded to HQ AMC/DOY. TO's
may download DD Form 1341 at http://webl.whs.osd.mil/icdhome/DDEFORM S.HTM |and
must have them accessible for all travelers who travel by air movement. Completed copies
must be returned to the TO, who in turn, must forward them to HQ AMC/DOY for quality
control purposes.
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8. Opportune Airlift. Any aircraft not on a scheduled channel mission which offers space for
passengers, cargo, and/or mail. It isthe use of organic aircraft in a secondary role to the primary
mission, and the portion of airlift capability available for use after planned mission requirements
have been met. The service SAAM validator normally generates the request for opportune airlift
to USTRANSCOM/MCC.

C. COMMERCIAL CHARTER AIRCRAFT, EXCLUDING CATEGORY B

1. Full planeload charters must be arranged by USTRANSCOM/MCC (See Chapter 101, Paragraph
C.7 for MCC contact information). When charter air service isrequired (other than charter air
taxi service), only the services of DOD-approved carriersin the CRAF program, certified route
carriers, and certified supplemental air carriers will be considered.

2. Standards of service for DOD charter airlift must be provided in the AM C-negotiated contract.

3. Upon presentation of proper identification, DOT inspectors or other representatives on official
duty are authorized to ride any DOD-sponsored commercial flight to conduct inspections. If
maximum load limitations are exceeded, passengers will be removed in the following order:

a. Authorized carrier employees other than crew members.
b. Members, who must then be furnished other commercial transportation.

4. All International SAAM charter air movements contracted by AMC and procured with TWCF
funds will have a surcharge applied. Domestic charter air movements contracted by AMC do not
have a surcharge applied.

5. Under current agreements, all air carriers are required to provide the following notificationsin
case of adelay or irregularities.

a  Whenitisknown that the schedule established for acommercia air movement will be
delayed at origin or other irregularities have occurred, such information must be reported
immediately to HQ AMC/Tanker Airlift Control Center (TACC), and the origin TO. Except
as stated in (¢) below, no changes will be undertaken by the TO until the changes have been
cleared with AMC authorized contracting personnel. HQ AMC/TACC must immediately
notify AMC authorized contracting personnel who will notifty USTRANSCOM/MCC of the
delay. HQ AMC TACC must aso notify USTRANSCOM/MCC if the mission is priority
1B1 or higher.

b. After acommercia air movement has departed and becomes delayed enroute, the carrier is
responsible for notifying HQ AMCITACC, who in turn must notify USTRANSCOM/MCC
of theddlay. If the mission priority is 1B1 or higher, HQ AMC/TACC must notify
USTRANSCOM/MCC, the origin and destination TO, and the bus carrier with whom
arrangements have been made for supplementary service at destination. In each instance, the
notification must contain the following information:

(1) Location where the interruption in service occurred.
(2) Period of delay.

(3) New destination terminal.
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(49) Mode of aternative transportation.
(5) Time of departure from point of delay.
(6) New estimated time of arrival.

c. If thereisnot enough time to notify and receive clearance from HQ AMC/TACC, as required
in Paragraphs a. and b. above, emergency notification must be furnished to the TO and the
bus carrier at destination. The carrier must notify HQ AMC/TACC immediately. HQ
AMC/TACC must immediately notify HQ AMC authorized contracting personnel who will
notify USTRANSCOM/MCC of the delay. HQ AMC/TACC must notify
USTRANSCOM/MCC if the mission priority is1B1 or higher.

d. DD Form 1341, (See Figure 102-3), is aform designed to be completed by the group leader
or individual traveler to reflect transportation service provided. Passengerswill return the
completed form to the origin TO. The TO will mail the form to HQ AMC/DQY, 402 Scott
Drive, Unit 3A1, Scott AFB, IL 62225-5302.

D. COMMERCIAL AIR CARRIER SERVICE (SCHEDULED SERVICE)

1

Commercia air carrier scheduled service is defined as seats purchased from the commercial
airlines.

Contractor personnd are not authorized to use government discount fares (including GSA Airline
City Pairs fares) when purchasing commercial airline tickets.

Use of aUS Air Carrier Engaged in a Code-Share Arrangement with a Foreign Flag Carrier:

a.  Under acode-sharing agreement, air service on a particular routeis provided by an US-
certified air carrier either using foreign flag aircrews or using space on an aircraft owned and
operated by aforeign flag air carrier.

b. The Comptroller General, 70 Comp.Gen. 713 (1991), determined that travel under aticket
issued by a US-certified air carrier which uses space on the aircraft of aforeign flag air
carrier under a code-share arrangement is considered to be transportation provided by US air
carriers holding certificates, as required under 49 U.S.C. § 40118, Government-Financed Air
Transportation. TOs may use this service sinceit isnot in violation of the Fly America Act.
Under such conditions, the US flag carrier issues the entire ticket, the flight isindicated in the
computer reservation system by a US flag carrier code, and payment is made to the US flag
carrier. Additiona information on the Fly America Act isavailable at
http://policyworks.gov/org/main/mt/homepage/mitt/ftr/newftr/301-10 135.html.

A passenger may be authorized a stopover at any point enroute when the carrier tariff permitsa
free stopover.

The TO must inform travelers of their responsibilities outlined in JFTR par. U2010, and JTR, par.
C2201, Unused Accommodations, Downgraded, Or Oversold Transportation Services, regarding
denied boarding, voluntary seat release compensations, and frequent flyer mileage credits. The
traveler isresponsible for managing and complying with these requirements. Receipt and
accounting of compensation will be IAW instructions or procedures formulated by the DOD
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Components. The requirement can be satisfied through the use of mass media (base or post
newspaper) articlesif these are published on arecurring basis.

6. DOD personnel traveling on official business may not purchase commercia airline tickets at
military furlough fares (e.g., BM, MM, QM, HM). These fares are to be used only by military
travelers and their family members when traveling at their own expense on leisure travel.

E. CONTRACTSAND AGREEMENTS

1. MATA. The MATA provides the terms and conditions under which a commercia air carrier may
provide transportation of DOD passengers in situations not already provided for under Federal
Acquisition Regulation contracts. It specifically applies to the transportation of groups of 21 or
more passengers (military or civilian) routed on commercial scheduled services of major,
national, regional, or commuter air carriers by AMC or DOD travel offices. It also providesfor
the charter of FAA Part 135 (air taxi and helicopter) aircraft in situations that occur sporadically,
are unpredictable in nature, and do not warrant the creation of abinding contractual agreement. It
does not bind the Government to award movements to the carrier and does not bind the carrier to
offer to provide service. The MATA may apply to movements between points within the
CONUS, Alaska, and Hawaii, or as otherwise requested by AMC. It is effective when approved
and signed by AMC, and will remain in effect until terminated in writing by the carrier or
canceled in whole or in part by AMC so long asthe air carrier meets and complies with the DOD
Commercia Air Carrier Quality and Safety Requirements. The MATA does not apply to
individual passengersticketed under the provisions of the GSA Airline City Pairs Contract nor
doesit apply to aircraft chartered under the provisions of the AMC MS, the AMC International
Long Range Contract, or any other binding contractual agreement. Separate agreements for
commercial scheduled service air carriers participating in the MATA areonfileat HQ AMC
Contract Airlift Division (DOY). The MATA can be accessed at
(http://public.scott.af . mil/hgamc/do/DOY .htm). If the website is not accessible, contact HQ
AMC/DOYAB at DSN 779-4791, Commercial (618) 256 4791. DOD Components may establish
separate procedures to accomplish payment.

2. MSand International Airlift Contracts. Charter airlift services must be procured utilizing the MS
for domestic movements or one of the International Airlift contracts for international movements.
These procurement documents, which contain terms and conditions and minimum performance
standards, are on fileat HQ AMC Internationa Airlift Branch (DOY A), Scott AFB, IL 62225-
5001. Theinitia MS and updates are available at http://www.fedbizopps.gov To view the MS,
select FBO for Vendors, USAF/Offices, select Offices, Air Mobility Command/L ocation, select
Locations, select HQ/AMC DQOY Contract Airlift Scott AFB |L/Posted Dates, select Posted
Dates, and Master Solicitation of Domestic Airlift Services. Based on competitive procurement
procedures, AMC awards commercia carriers contracts for domestic charters. Commercial
carriers receive payment for airlift services performed by submitting an invoiceto DFASIin
Omaha, NE (DFAS-OM/A) referencing their TWCF funded domestic contract (do not use a
GTR). DFAS-OM/A bill units using the unit fund citation included in the group movement
transportation request. Direct questions concerning carrier performance IAW standards of service
to HQ AMC/DOYA at DSN 779-4791, Commercia (618) 256 4791.
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F. ACCOMPANIED PERSONAL BAGGAGE, GOVERNMENT-OWNED ANIMALS, AND
MILITARY IMPEDIMENTA

1. Personal Baggage.

a. Transportation of baggage by air must be limited to the amount carried free by the carrier.
Free baggage entitlements vary according to the carrier being utilized. Most carriers use the
piece concept; others apply weight limitations. Industry standards for free baggage allowance
consists of two checked pieces not to exceed 70 pounds each or 62 linear inches and one
carry-on piece not to exceed 45 linear inches, which must be securely stowed in the overhead
compartment or under the seat aboard the aircraft. Baggage allowance rulesfor international
travel on foreign carriers vary by country and may use kilos rather than pounds to measure

baggage weight.

b. Authorization for excess baggage must be in the traveler’ s orders. The orders must specify
the weight and/or number of pieces authorized. Excess baggage is defined as “baggage in
excess of free allowances outlined in Paragraph F.1.a. above’. For scheduled commercia air
service, the traveler must pay the excess baggage charges directly to the servicing airline at
the time of flight check-in and claim reimbursement on the travel voucher. If this procedure
imposes an unwarranted hardship on the traveler, the TO may issue a GTR for excess
baggage. Shipment of excess baggage for uniformed service members may be
authorized/approved IAW Service regulations. Excess baggage transportation costs may be
paid only when authorized/approved under JFTR par. U3015, Accompanied Baggage

Transportation.

c. Government-Owned Animals. If accompanied by the handler, government-owned animals
may be shipped as excess baggage if traveling via commercial aircraft. For international
travel, government-owned animals are shipped as cargo via AMC Category M channels. If a
handler does not accompany the animal, the animal must be shipped as cargo via both
commercial and AMC airlift. AMC Category B service must be used as alast resort so as not
to displace limited pet spaces. However, the DOD mission requirement always takes priority
among requests for pet space. Military working dogs and handlers may travel on AMC
Category B to and from high threat areas after al other options have been exhausted.

d. Military Impedimenta. Military impedimenta accompanying individua passengers or group
movements will be accepted and transported by scheduled carriers as excess baggage. Some
carriers will apply freight rates even though it is handled as excess baggage. When excess
baggage and air freight rates are both applicable for shipment of military impedimenta, TOs
will use whichever method meets military requirements at best value. Military impedimenta
moving in connection with individual passengers or group movements, when not
accompanied by a passenger, must be transported as air freight under abill of lading (BL).

2. Privately-Owned Weapons and Ammunition Moved by Scheduled Commercial Air Carriersor
DOD-Owned and Controlled Aircraft.

a Travelersusing commercia air carriers are responsible for ensuring al laws and regulations
of the US, itsterritories, foreign countries, and local municipalities are complied with
regarding the possession, carrying, and shipping of privately-owned weapons and
ammunition. The traveler should consult the commercial carrier to be used for the most
current information since tariff rules are subject to change. For DLA employees, privately-
owned weapons may not be transported in conjunction with travel.
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b.

Travelers using DOD-owned or controlled aircraft are permitted to place unloaded firearms
and small arms ammunition in checked, accompanied baggage upon declaration of the items
to passenger service personnel or their equivalent. When traveling to and from overseas,
evidence of ownership is required for inspection by foreign and US customs officials (refer to
the US Foreign Clearance Guide).

3. Government-Owned Weapons and Ammunition Moved by Scheduled Commercia Air Carriers
or DOD-Owned and-Controlled Aircraft.

a

Couriers of weapons and classified materia must ensure their TDY and TAD orders reflect
“Courier Orders,” and the orders (or attached letter from the individual's commander) reflect
they are authorized weapon and security rounds; and are authorized to view loading and
unloading of the material they are escorting.

Travelers using scheduled commercial airlines must have the authority to carry weapons
included in the travel orders. TOs must coordinate with the carrier and brief the traveler
regarding requirements for transporting weapons and ammunition. Weapons and ammunition
must be declared at time of check-in. Containerized assembled weapons (unloaded) and
ammunition must be carried in the baggage compartment.

Travelers (including couriers of weapons and classified material) using DOD-owned and
controlled aircraft must have the authority to carry weapons included in the travel orders.

The method for transporting weapons aboard aircraft will be determined by the responsible
commander. When weapons are authorized for carriage in the passenger compartment, the
bolt must be in the open position and a flag safety device inserted in the chamber of the
weapon prior to boarding. Additionaly, the bayonet must be separated from the weapon to
ensureit is not easily accessible to the passenger. Weapons (unloaded) carried in the baggage
compartment must be containerized. When concurrent shipment of small arms ammunition
(Class 1.4) is determined mission essential by the responsible commander, the requirement
must be furnished to USTRANSCOM/MCC, aong with other movement requirements.

Deployed members returning as individuals on emergency leave with an individual
government-owned weapon must comply with Paragraph F. 3 above. Members should bein
receipt of a copy of the original deploying orders reflecting authorization to hand-carry a

weapon.
See Appendix | for additional information.

G. TRAVEL IN CONNECTION WITH DEATH OF MEMBERS, DOD EMPLOYEES, AND/OR
THEIR DEPENDENTS (BLUE BARK)

Members or US citizen empl oyees of the DOD or their dependents traveling in connection with the
death of the member, civilian employee, or dependents of the above will be rendered all possible
courtesies when returning to the CONUS following the death or missing status of the member,
employee, or dependents.

1

The commander concerned will authorize travel according to JFTR, Chapters 4, 5, and 7 and JTR,

Chapter 6.

TOswill coordinate with the traveler and/or designated agent to ensure prompt and courteous
serviceis provided.
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The mortuary and/or decedent affairs office must coordinate al enroute and destination
requirements with the appropriate agencies to ensure every courtesy and comfort is provided
throughout the journey.

If traveling via aircraft under the control of AMC, they must not be bumped from the aircraft
enroute.

When traveling via AMC aircraft, each responsible AMC activity must identify the passengers as
traveling in connection with the death of the sponsor or dependent.

If traveling via commercial carrier, the TO must ensure that the Passenger Name Record (PNR)
identifies the circumstance in an Other Supplemental Information in the Commercial Reservation
System (CRS) to ensure the commercial carrier is aware of the circumstances and renders enroute
courtesies, e.g., travel in conjunction with death of spouse or child.

Based upon the desires of the sponsor or dependent concerned, the overseas commander or
mortuary or decedent affairs office will coordinate the following with the military installation
nearest the point of arrival in CONUS:

a. Billeting.

b. Onward transportation.

c. Customs and Immigration--expedite customs and immigration clearance.

d. Baggage--deliver the traveler's baggage to them immediately.

e. Any other assistance desired by the traveler, e.g., nursery arrangements, Chaplain, etc.

. OPERATIONAL SUPPORT AIRLIFT (OSA), SPECIAL AIR MISSION (SAM), COMMON-
USER AND ORGANIC AIRLIFT

1.

2.

DOD policy on the use of government aircraft and air travel recognizes that travel on military
airlift (MILAIR) is a premium mode of travel involving high costs and limited resources. Itis
essential that managers and commanders at all levels prevent misuse of transportation resources,
as well as the perception of their misuse. Therefore, scheduling of MILAIR should be based on
considerations such as purpose of the trip, the method of transportation required, and the priority
of travel. Reporting requirements for OSA, SAM, and other organic aircraft are promulgated by
the Service Secretaries.

OSA.

a ItisDOD policy that OSA aircraft must not be used for travel (other than those officials
designated as “required use’ travelers) if commercia airline or aircraft (including charter)
serviceisreasonably available. Commercial airline service is considered to be availableif it
meets the traveler’ s departure and/or arrival requirementsin a 24-hour period, unless highly
unusual circumstances present a clear and present danger, an emergency exists, use of
MILAIR is more cost-effective than commercial air, traveler can be added to previously
planned flight, or other compelling operational considerations make commercial
transportation unacceptable.
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b. Requestsfor CONUS MILAIR transportation that may be satisfied by OSA aircraft must be
submitted through Service validators to USTRANSCOM.

(1) All requests must have signatures and must be submitted by the senior traveler,
validated by an authority, and include commercial cost estimate and afull justification
for the use of MILAIR. The requesting officials or office must maintain al requests for
aminimum of two years.

(2) Except when operational demands di ctate otherwise, requesters must provide scheduling
authorities with sufficient advance notice of flight requests (at least three days) and
sufficient flexibility in departure or arrival times (at least two hours) to permit efficient
employment of aircraft. The carrying of space-available passengers and/or cargo
authorized by DOD 4515.13-R is strongly encouraged and will be accommodated to the
maximum extent possible.

c. For further guidance, refer to DOD Directive 4500.43, Operational Support Airlift (OSA) and
DOD Directive 4500.56, DOD Policy on the Use of Government Aircraft and Air Travel.

I. PASSENGER TRACKING AND REPORTING

1. Tracking. Users must usethe Global Transportation Network (GTN) for passenger tracking on
DOD missions. GTN account requests/information phone numbers are: Commercial (618) 229-
1015, DSN 779-1015. GTN provides C2 and ITV information that integrates automated support
to DOD. Passenger datathat is reported to GATES/GOPAX isavailablein GTN. However,
commercia passenger movement data arranged by commercial ticket officesis collected by the
MTMC STATCO management information system.

2. Air Travel Data Reporting. MTMC/MTPP-SA is responsible for providing passenger statistics
pertaining to official travel to OSD, USTRANSCOM, DOD Components, and government
agencies from the STATCO management information system data. Dataon air travel performed
onindividua GTRs must be submitted by DOD Component finance accounting centers monthly
to MTMC/MTPP-SA as required by MOUs Reports Control Symbol (RCS) MTMC-17 (R1) and
RCSMTMC-134. Dataon individual and group air travel arranged and ticketed by CTOs
providing travel services under contract with DOD Components must be submitted to
MTMC/MTPP-SA on amonthly basis AW MOUs between MTMC and the DOD Components.
Reporting data elements to meet DOD airlift policy compliance must be incorporated in
individual Service CTO contracts. See Appendix H for STATCO reporting instructions.

3. Poalicy Compliance Analysis. MTMC/MTPP-SA will provide USTRANSCOM/ TCM-
Policy/Procedures Branch (LTP) annual and quarterly reports on airlift policy compliance IAW
DOD travel policy. Reports must include an analysis of causes for policy deviation and
recommendations for improvement.

J. AIR PASSENGER RESERVATIONSAND TRAVEL DOCUMENTS

1. AMC Passenger Reservations: Official travel providers/TOs can make passenger reservations on
AMC flights by accessing GATES directly. Reservation requests may also be made via
telephone, fax, or by sending a message to aregiona PRC (Figure 103-1jand Figure 103-2).
GATES accessinformation is available at [ittps.//gates.scott.af.mil/gates.htmjor by contacting HQ
AMC/DOR, Scott AFB, IL, DSN 779-3533. New users require a National Agency Check or
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equivalent security clearance before a GATES password will be granted. Routing indicators are
obtained from local installation Communications Centers; once obtained contact HQ
AMC/DONB, Scott AFB, IL, DSN 779-7878 or Commercia (618) 229-7878 to have the routing
indicator validated in GATES.

NORTH & SOUTH AMERICA (EXCEPT ALASKA)

Scott AFB, IL (HQ AMC TACC/XOGE)

DSN: 779-7862, Commmercial: (618) 229-7862
Toll Free: (800) 851-3144

Fax: DSN 779-7876

Hours of Operation: M-F 0730-1600L

Closed on Federa Holidays

ALASKA/HAWAII/PACIFIC ISLANDS

Hickam AFB, HI (735 AMYS)

DSN: 449-9973/4, Commercial: (808) 449-9973/4
Hours of Operation: M-F 0700-1500L

Closed on Federal Holidays

JAPAN/KOREA/FAR EAST

Yokota AB, JP (730 AMSS/TR)
DSN: 225-9941
Hours of Operation: M-F 0730-1600L

EUROPEAN/AFRICA/NEAR EAST

Rhein-Main AB, GE (726 AMYS)

DSN: 330-7251-5, Commercia: 49-(0)-69-699-7251-5
Fax: DSN: 330-9215, Commercia: 49-(0)-69-699-9215
E-mail: europrc@rheinmain.af.mil

Hours of Operation: M-F 0730-1600L

Figure 103-1. AMC Passenger Reservation Centers (PRC)

a Thefollowing information is required to make an AMC reservation:

(1)

(2)

Channel. Identify the origin APOE and the destination APOD. When AMC servicesa
destination from two or more departure points, the TO will request AMC service from
the aternate port(s) if a seat on the preferred routing is not available. (See Appendix O)

Travel Performance Period (TPP). The timeframe the passenger is available to travel.
The DOD Component will set up necessary controls to ensure the PRC is provided a
flexible TPP using the following criteria

(8 PCS. Inarranging international transportation, a TPP of at least 10 daysis required
unless mission requirement (e.g., mandatory report date) dictates otherwise. See
Paragraph (9) below for information on passengers with pets.

(b) TDY/TAD. The TPP must conform to mission requirements as stated in the travel
orders.
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PORT CALL REQUEST —FAX SHEET FAX DSN 779-7881 Routing Indicator

PASSENGER RESERVATION CENTER (618) 229-7881 Phone
NO. PRIORITY & SPCNS PET TYPE/ CAGE
CHANNEL PP NAME/RANK SEATS | TYPE/TRVL. SVS RIC(SSN) cic WEIGHT SIZE

Figure 103-2. Port Call Request —FAX Sheet
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3)

(4)

()
(6)
(7)

(8)

Name, Rank, and Number of Seats.
(& Name. Providelast and first name.
(b) Rank. Provide grade and title codes as outlined in Appendix D.

Priority and Type Travel. Provide the priority and type travel codes contained in
Appendices C and E.

Sponsoring Service. Provide the sponsoring service code located in Appendix F.
Base or Installation Routing Indicator.

Personal Identification (PID). The PID (member/sponsor's SSAN) is used for
reservation control. The PID is assigned by the requesting TO and must be used
on al subsequent transactions such as confirmation, tracer action, cancellation,
etc.

(@) Dependents Traveling Unaccompanied. Dependents traveling
unaccompanied without the sponsor’s PID will use their passport number.

(b) Dependents Traveling with Member or Spouse or Joint Spouse Travel.
Arrangements can be made for concurrent travel of amilitary husband and
military wife. Request reservationsin each individual’s name or in one
name; identify both as members.

(c) Team Travel. Therequesting TO may assign a unique Routing Identifier
Code (RIC) for team travel requests. The RIC may be determined by
entering seven letters of the TO routing indicator or the term “GROUPB”
followed by athree-position numbering system to account for the order of
team travel requests. Personal SSAN should not be used with team travel
requests because travelers are known to change frequently. Usethe
following example:

GROUPBOO0L1 (For first request submitted, then 002, etc.)
RUEOVLAOL1 (Routing indicator reflecting first request submitted for that month.)

(d) Air Reserve Component Team Travel. Develop RICsfor Air Reserve
Components (ARC) using the unit designation. For example, the 105 Aerial
Port Squadron (APS) would read ARC105APS. Using the unit designation
standardizes ARC moves and expedites port processing.

Customer Identification Code (CIC). The CIC isused by AMC to hill its
customersfor travel. TO’s should provide the CIC at the time of booking the
AMC seat reservation. If not available at the time of booking, once travel
authorization is received, GATES should be updated with the CIC.
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(9) Pets: DOD TOs must ensure up-to-date pet shipment information, e.g., proper
cage type, required documentation, is provided to travelers. In additional, ensure
travelers understand pet shipment is at their own expense. AMC pet shipment
criteria

(@
(b)
(©)

(d)
©
(f)
(9)
(h)

(i)

PCS passengers only.
Dog or cat only.

Each pet weight limit is 150 pounds (including kennel). Weight limit cannot
be waived.

Pets must be accompanied by their owner.

Limited to two pets per family (see Notes below).

Pet shipment is at traveler’ s expense.

Reservations booked on afirst come, first served basis.

Recommend a 20-day TPP be provided when submitting reservation request
to accommodate passengers and pet on same aircraft.

Contact the Scott AFB PRC (TACC/XOGC) for additional pet information,
DSN 779-7862, commercia (618)-229-7862, or toll free 800 851-3144.

Notes:

1.

Grand fathered Pet Policy: AMC will ship more than two pets to the CONUS (only),
as long as the sponsor has documented proof that AMC moved these pets overseas
prior to 1 Sep 2001 (the date the two-pet-limit-per-family policy was implemented).
Contact the Scott AFB PRC to arrange the additional seat (see Note 3).

Space Available Pet Program: 15 days prior to AMC flight departure, pet spaces
open in GATES are available to travelers that already have 2 pet spaces booked.
Contact the Scott AFB PRC to arrange the additional space(s) (see Note 3). After
the additional space(s) is booked, the TO will print out a confirmation for the traveler
from the GATES pet/reservation screen. The traveler must retain this confirmation
and present it upon request, as the authority to move more than two pets per family.
Note: Pets moved under this program are not eligible to move under the grand
fathered Pet Policy, and will only be moved back to the CONUS under the Space
Available Pet Program.

A waiver is required to move more than two pets. Request an additional pet
space(s) under the pet space available program, and to request a pet space(s) seat
under the grand fathered pet policy. Pet waiver forms may be obtained from:

https://tacc.scott.af.mil/directorates/xog/prc.asp. E-mail the request to
PetAllocations @scott.af.millor FAX to DSN 779-7876, Commercial (618)-229-7876.

(10) Specia Requirements. Identify any special requirements on the next blank line
after the requester (e.g., excess baggage, disabled passenger services, special
meals, etc.) if not previously addressed above.
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b.

Space Required Reimbursable Travel. The categories of space available passengers
authorized space required reimbursable travel are identified in DOD 4515.13-R. A
cash collection voucher must be accomplished and a copy of the form attached to the
orders used for passenger check-in. The TO may affect aDD Form 139, Pay
Adjustment Authorization, (Figure 103-3] for members remaining in pay status.

2. AMC Reservation Response.

a

If seats are available on an AMC Category B mission, the AMC reservation will be
confirmed immediately and GATES will respond by displaying a confirmation and
the flight information. GATES will send an additional e-mail response to TOs with
direct GATES access (See Appendix P). TOswill be notified of any changesto the
original flight information by email and will notify the passenger. It isrecommended
the passenger contact their TO to reconfirm flight information afew days prior to
departure.

If no seats are available in GATES on the requested AMC channel, the TO will place
the request into a hold status in GATES (either directly into GATES or by contacting
aPRC). AMC will respond with a confirmation or an AMC non-availability response
(Appendix G). If an AMC responseis not available, the passenger record in the
airline commercia reservation system will be annotated with the reason AMC was
not used.
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PAY ADJUSTMENT AUTHORIZATION Note: If member has been transferred, forward this authorization to the
officer currently maintaining the member’s pay record.

MEMBER (Last name) (First) (Middle) SSAN GRADE/RANK/RATE BRANCH OF SERVICE DATE
PUBLIC JOHN 000-00-0000 MR3 USN 19 AUG 01
PAY GRADE NO. LAST PAY RECORD EXAMINED AMOUNT APPROPRIATION DATA
E-4 (if applicable) $89.00 00000022 21 000000 00000071131

FROM NAVY PASSENGER TRANSPORTATION OFFICE NAME OF ACCOUNTABLE D.O.

PERSONNEL SUPPORT ACTITIVY, NORFOLK SYMBOL NO. G.A.O. EXCEPTION CODE

BLDG. A48, NAVAL STATION

NORFOLK, VA 23511-5115

[ ] OFFICER IN CHARGE [ ) YOU ARE HEREBY AUTHORIZED TO
PERSONNEL SUPPORT ACTIVITY DETACHMENT X CHARGE O crebiT
TO NAVAL AMPHIBIOUS BASE, LITTLE CREEK THEMILITARY PAY RECORD OF THE
NORFOLK, VA 23521-55450 MEMBER LISTED ABOVE
d °

EXPLANATION AND/OR REASON FOR ADJUSTMENT
GTR B1,046,052 ISSUED TO UNITED AIRLINES FOR AIR TRANSPORTATION FROM WASHINGTON, D.C. TO NORFOLK, VA. COST TO
GOVT $89.00.
AMOUNT TO BE CHECKED $89.00

| hereby acknowledge receipt of the above listed GTR and
agree to a one-time pay account checkage for transportation
Provided.

John Public

The above adjustment is based on a thorough examination of all available records. If the Disbursing Officer has knowledge that a previous adjustment has been
made or why the adjustment should not be made for the same item, this authorization should be returned with a brief statement of the reason for failure to make
adjustment.

FROM NAVY PASSENGER TRANSPORTATION OFFICE CERTIFYING OFFICER (Name, rank/grade, and signature)
P&D NORFOLK BLDG. A68 NAVAL STATION J. DOE. T.0. NAVPTO NORFOLK, VA
NORFOLK, VA 23511-5115
CE: | CERTIFY that the adjustment indicated above has been entered on the above-named member’s Military Pay Record. (If adjustment has not been entered,
give explanation on reverse over D.O.’s signature and symbol number.
R
T| 10 [ ] NAVY PASSENGER TRANSPORTATION OFFICE [ J TYPED NAME AND GRADE OF D.O.
I PERSONNEL SUPPORT ACTIVITY, NORFOLK
F BLDG. A48, NAVAL STATION DO SYMBOL NO DATE
IC [ ] NORFOLK, VA 38511-5115 [ ] e ’
$ SIGNATURE
E
DD FORM 139, MAY 53 (EG) EDITION OF THIS FORM NOT HAVING SSAN ISOBSOLETE AFTER 30 JUN 69.  Form approved by Comp. Gen. US
April 23, 1953

Designed using Perform Pro, WHS/DIOR, Jun 94

Figure 103-3. DD Form 139, Pay Adjustment Authorization
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3. AMC Travel Documents.

a. Required Documentation. For travel via AMC airlift, four legible copies of the
passenger's travel orders are required, containing an AMC UCN and aCIC. A Travel
Sheet should be issued for each passenger (See Paragraph J.3.e and [Figure 103-4).

Travel Sheet Do not lose or destroy
Mission Number: Name of Traveler: Number of seats:
Showtime:
Origin: Baltimore-Wash |AP Destination ETD:
ETA:

BALTIMORE-WASH IAP: AMC counter islocated in theinternational pier (Pier E), upper level. Personnel are
available for assistance during al flight operating hours. Customer Svc phone: (410) 918-6900 or DSN 243-
6900, FAX; (410) 918-6932 or DSN 243-6932. HOURS: 0800-1600 Mon-Fri when flights are
departing/arriving. The AMC ticket counter is marked by alargesign: ‘AMC TICKET COUNTER'.

COMM/FLT DATE FROM TO DEPART ARRIVE
ITINERARY:

ABOUT YOUR RESERVATION

Required Check-in Time. Passengers must be at the AMC counter at least 2 hours and 20 minutes prior to the flight
departuretime. International flights always require additiona time to process passengers.

Uniform Requirements. When required to travel in uniform, you must wear the appropriate uniform as prescribed
by the Service's uniform regulations and the Foreign Clearance Guide. When allowed to travel in civilian attire,
clothing must not be torn, dirty, tattered, etc. For safety purposes, when traveling on AMC organic aircraft, open
toe shoes are not allowed.

3. Don’t be ano-show for your flight! 1f you are unable to make your scheduled flight, contact your installation
transportation office or the passenger terminal at your departure point.

ABOUT YOUR BAGGAGE

Check-in Early. Present an onward commercial ticket or the travel sheet upon check-in and request your
baggage be checked through to your final destination. NOTE: for AEF missions, there is no baggage interlining.
Y ou must claim your bags and recheck at the AMC Counter.

Free Baggage Allowance. Two pieces with each piece not over 62 linear inches (Iength + width + height) and not
weighing over 70 pounds each. Carry-on baggage is limited to two pieces and must fit under the seat or stored in
the overhead bin. Approximate dimensionsare 9" x 14” x 22" for atotal of 45 inches.

3. ExcessBaggage. You must pay afee for each piece of baggage not authorized in your orders. However,
commercial airlines will normally require payment even if excess baggage is authorized in your orders. If
authorized in your orders, keep your receipts and file for reimbursement.

Figure 103-4. Sample Travel Sheet

b. AMCUCN. The UCN is created automatically in GATES when an AMC reservation
isconfirmed. Inthe event that a UCN must be constructed manually, the following
format must be used:

(1) Positions 1-2, first/last name initials of traveler.
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(2) Positions 3-6, last four digits of the SSAN.
(3) Positions 7-8, last two digits of the fiscal year travel is performed.
(4) Positions9-11, Local Aerial Port Code of booking site.

(5) Positions 12-14 are numbers randomly assigned by the AMC GATES passenger
reservation system for each passenger trip, starting with 000. Use 000 if
manually constructing the UCN.

Example: Name: Ashton Tregoning, SSN: 123-45-6789, Belleville.
UCN isAT678902BLV000.

Distribution of Orders. The TO annotates the AMC UCN on four copies of the travel
order in the upper left-hand corner.

(1) TO retains one station file copy.

(2) One copy is attached to the Travel Sheet that must be turned in at the AMC
counter by the passenger prior to commencing travel.

(3) Member/employee retains one copy to file with travel voucher.

(4) TO forwards one copy to the fiscal accounting station as indicated in Paragraph
J.3.i. (2) below for TAD/TDY only.

. CIC. TOsmust ensure travel orders contain aCIC. The CIC may vary depending on
the Service or agency that is charged for the passenger travel. For PCStravel, the
ClIC isassigned and placed in the PCS orders by the order-issuing authority. For
TAD/TDY travel, the CIC is constructed by the order preparing authority. All CICs
contain 15 digits. Refer to the Service regulation for CIC instructions.

(1) Air Forcee DFAS-Denver 7010.3-R, Travel Transactions at Base Level and AFI
65-103, Temporary Duty Orders.

(2) Army: DFAS-Indianapolis Regulation 37-1, Finance and Accounting Policy
| mplementation.

(3) Marine Corps. MCO 4631.9G, Construction and Use of Customer Identification
Codes Applicable to Marine Corps-Funded Passenger Travel via Air Mobility
Command Service.

(4) Navy: Office of the Comptroller of the Navy Instruction 4600.2B, Customer
Identification Codes for Temporary Additional Duty Travel.

. Travel Sheet. A Travel Sheet isissued to each passenger traveling viaAMC airlift.
The Travel Sheet contains specific instructions pertaining to the flight, i.e., point of
origin, destination, flight number, date, and specific reporting instructions. Figure
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[L03-4]provides a sample Travel Sheet. TOs are authorized local reproduction of the
sample.

Nonappropriated Fund (NAF) Travelers. NAF or other non-DOD authorized travel
viaAMC airlift, i.e., contractors:

(1) If NAF travel orders do not contain a CIC, the travel orders must be annotated
with the proper billing address to allow AMC to bill the cost of travel correctly.

(2) Contractor travel orders do not contain CICs, therefore the correct billing address
must be annotated in the travel authorization so that AMC can properly bill the
contractor for transportation provided.

. Cost Charge Procedures. Cost-charge AMC airlift will only be provided to
members/empl oyees when cost charge GTRs cannot be used because of lack of
scheduled commercial service or border clearance requirements. When cost-charge
AMC airlift is provided, DD Form 139 must be prepared for the cost of the
transportation provided. Service policy must determine if the individual should be
charged at the government/non-government tariff rate provided in US
Government/Non-Government Department of Defense (DOD) Airlift Rates
(http://public.scott.af.mil/hgamc/fm/rates.htm). The DD Form 139 must be
distributed as per instructions of the Service concerned.

. Group Travel.

(1) For group travel other than family groups, each individual traveler must have
travel orders annotated with both an AMC UCN and a CIC. When orders reflect
more than one passenger, a separate UCN must be issued for each CIC listed.

(2) For family groups, al members of the family travel on the sponsors orders, AMC
UCN, and CIC. Each dependent must be listed by name on the orders, port call
(Navy only), or DD Form 884, Application for Transportation of Dependents
(See Figure 102-4).

Distribution of Orders (TAD/TDY Travel Only):

(1) Copiesof travel orders are used by AMC to bill the user. It isimperative that a
copy of thetravel orders, properly annotated with both an AMC UCN and CIC,
be forwarded to the Service agency that is responsible for making payment to
AMC for the transportation provided.

(2) TOsmust forward one legible copy of travel orders used for TAD/TDY travel
viaAMC airlift asfollows:

(&) Air Forceand Army -- Mail to DFAS. A copy of the Fiscal Station listing
can be obtained from the DFAS-IN-FT, Indianapolis, IN 46249-5000.
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(b) Marine Corps-- Commanding Genera
Marine Corps Logistics Base/470
814 Radford Blvd
Albany, GA 31704-1128

(c) Navy -- Defense Finance Accounting Service
DFAS-OFPT
ATTN: CTOBilling
901 SAC Boulevard
Offutt AFB, NE 68113-5680

K. AMC AIRLIFT SERVICES

1. AMC-managed passenger terminals will provide a complete range of servicesto
accommodate arriving and departing passengers and travelers awaiting AMC air travel.
All DOD passengers (space required and space available) will be provided prompt,
courteous, and professional service on an equitable basis. Address problems directly to
passenger services personnel for resolution.

2. Commercia Airports. If amission is operating to/from acommercial airport that does
not have on-site military service personnel available, ensure that passengers are briefed
that there may be little or no passenger support prior to scheduled show time or after
flight departure time.

3. Delayed, Overflown, or Diverted Flights. AMC isrequired to provide maximum
information and assistance to effect onward movement for all delayed passengers. AMC
isresponsible for providing meals and lodging for only those duty passengers who are in
agroup travel status (no per diem authorized) that are en route to destination IAW
Memorandum of Understanding, Support of Service Members on Delayed Airlift Service
Industrial Fund (ASIF) Aircraft Between the Armed Services and Single Manager
Operating Agency for Airlift Service. Passengers entitled to per diem on their travel
orders do not receive meals and lodging at AMC expense. See AMCI 65-602, TWCF
Budget Operations, Concepts, and Accounts, Chapter 6, Paragraph 6.8 for additional
guidance.

4. Baggage Services. AMC isresponsible for processing unclaimed, damaged, pilfered,
rush, and mishandled baggage. Travelers should contact the Lost and Found
Representative for assistance as soon as they identify that a problem exists for AMC-
controlled missions.

L. FORECASTING PASSENGER AIRLIFT REQUIREMENTS

DOD common-user channels (Category B or M) require movements to be forecasted
accurately to allow aircraft scheduling, budget programming, contracting, and other actions.
USTRANSCOM/MCC collects space-required airlift requirement forecasts from DOD
Components. Included are movement requirements for members, DOD civilian employees,
and dependents that are expected to travel space-required TAD or TDY, PCS, and emergency
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or special combat leave. Space available travel is not included. For additional guidance, see
Appendix J.

M. ESTABLISHING, SUSPENDING, CHANGING, AND CANCELING CHANNELS

AMC channels are established, suspended, changed, or canceled based on the requirements
and upon the request of the military departments and/or theater unified commanders.
Although the potential requirement to add, delete, change, or suspend channels may originate
from various sources, a Service HQ or theater unified commander must validate and
USTRANSCOM approve, the requirement. See Appendix K for additional requirements.

N. DOD PASSENGER MANIFESTING POLICY

1. Passenger manifesting is required on all DOD owned and controlled aircraft. Passenger
manifesting systems and procedures must facilitate compliance with the 49 U.S.C.,
841113, Aviation Disaster Family Assistance Act by requiring the collection of
identifying and emergency contact information called for in 14 CFR, Part 243, Passenger
Manifest Information. To this end:

a. Service passenger manifesting systems and procedures must collect, at a minimum,
the following information from each passenger:

(1) Passenger Name.
(2) Rank.

(3) SSAN or passport number (if a military/employee dependent lacks a SSAN or
passport number, the sponsor’ s number will be used).

(4) Status (active, reserve, retired, dependent, civilian employee).
(5) The sponsoring military Service, agency, or employer.

(6) The name and telephone number of an emergency contact not traveling with the
passenger.

(7) Minimum data elements to be collected for a unit move include items 1 through
6 above, and ULN, POE, and POD.

b. Theinformation above will be collected unless the passenger is incapable of
providing the information, or an emergency precludes its collection. Inthe event a
passenger refuses to or cannot provide emergency contact information, a manifest
entry reflecting the fact will be made. Passenger manifest information will be
updated at each intermediate stop at which passengers embark or debark. A copy of
the passenger manifest will be left at each departure point that lacks immediate
electronic access to update passenger manifest information.
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c. Service unit move passenger manifesting systems and procedures must collect and
maintain the information prescribed above in an electronic format that is readily
accessible and available for immediate transmission to other DOD organizations,
including USTRANSCOM, non-DOD government organizations, and other
authorized recipients. Emergency contact information collected from passengers
must be used solely for the purpose of making notifications in the event of an
emergency. Thisinformation must be destroyed when no longer needed for its
intended purpose. Agencies must ensure that destruction records are handled IAW
authorized procedures for disposal of records.

d. These requirements apply to all systems and procedures used to manifest military and
civilian passengers traveling:

(1) Onadll civil aircraft chartered by or on behalf of the DOD to provide passenger
transportation, when the DOD is responsible for manifesting passengers.

(2) On DOD aircraft operated in common user airlift service, e.g., the airlift
provided on acommon service basis for al DOD agencies and as authorized, for
other agencies of the US Government. Aircraft under this definition include
AMC organic aircraft, OSA aircraft, theater assigned organic airlift, and other
Service-owned aircraft when operated in a common user role.

(3) Onany DOD aircraft when one or more passengers are civilians (including DOD
and non-DOD civilian employees, couriers, travelers on public affairs events,
dependents, contractors, retirees) who are not part of the crew or on board the
aircraft for operational support purposes. Thisincludes NEO operations.

2. Manifesting responsibilities. Manifesting of passengersis the responsibility of the POE
and enroute stops. For unit moves, the respective Service deployment automated
information system will be the primary means to generate and transmit an electronic
manifest to the GTN and associated down-line stations. The terminal or manifesting
agency will ensure compliance with the above procedures including reporting the arrival
and departure of unit personnel at all nodes from origin to destination within one hour of
the event to GTN IAW DOD timeliness criteria.

3. [Table 103-1|appliesin the case of unit moves supporting contingency, exercise, and
deployment operations.

Table103-1. Unit Move Pa$enia Manifestini Process

1. Tanker Airlift Control Unit isusing Service deployment | Deploying unit manifests using deployment
Element (TALCE) on scene | system to process passengers system for their service.
(SeeNote 1)
2. TALCE on scene Unit has no Service deployment TALCE manifests using the Global Air
(See Note 1) system support Transportation Execution System
(GATES).
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IF AND | THEN
3. AMCtermina or operating Unit is using deployment system to | Deploying unit manifests using Service
location (OL) on scene process passengers deployment system.
4.  AMCterminal or OL on Unit has no Service deployment AMC manifests using GATES.
scene system support
5. No TALCE, AMC termina or | Unit is using deployment system to | Deploying unit manifests using deployment
OL on scene process passengers system for their Service.
6. NoTALCE, AMC terminal or | Unit has no Service deployment Deploying unit manifests using peacetime
OL on scene system support passenger manifesting systems such as
Cargo Movement Operational System
(CMOYS), Transportation Coordinator’s
Automated Command and Control
Information System (TC-ACCIS), Groups
Operational Passenger System (GOPAX),
or local software. (See Note 2.)
7. Service operated terminal Unit is using deployment system to | Deploying unit manifests using deployment
(Non-AMC) process passengers system for their Service.
8. Service operated terminal Unit has no Service deployment Deploying unit manifests using peacetime
(Non-AMC) system support passenger manifesting systems such as
CMOS, TC-ACCIS, GOPAX, or local
software (See Note 2.)
9. Sdf deploying unit Unit is using deployment system to | Deploying unit manifests using deployment
process passengers system for their Service.
10. Self deploying unit Unit has no Service deployment Deploying unit manifests using peacetime
system support passenger manifesting systems such as
CMOS, TC-ACCIS, GOPAX, or local
software (See Note 2.)
11. Supercargoes Unit is using deployment system to | Deploying unit manifests using deployment
process passengers system for their Service.
12. Supercargoes Unit has no Service deployment Manifested within the MTMC Worldwide
system support Port System.
13. Non-Combatant Evacuation | Unit has no Service deployment Non-Combatant Evacuation tracking

Operation

system support

system will be used and passed to GTN.

Notes:

1. Deploying units requiring TALCE manifesting support will request support in advance by
including requirements in airlift support request.

2. Deploying units will use their Service deployment system of record to transmit manifests
into the GTN. When Service deployment systems cannot send automated manifests to
the GTN, an electronic file will be sent (i.e., e-mail, ftp) to locations that have an
automated interface with the GTN.

3. Self Deploying Unit: Includes any unit that has assets that can carry its own personnel
and equipment to the deployment location (i.e., an air refueling tanker unit).

4. Routine movement tracking and tracing may be accomplished using GTN. GTN
provides C2 and ITV information that integrates automated information support to the
DOD. GTN isthe designated DOD system for ITV. GTN access may be obtained
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through the GTN Web page at pttpsHbtsinesstranseormmithand selecting GTN from the

sidebar menu items. The follovwmammmm(are provided to
evauate current systems capabilities and identify impr analysis of impact,

cost, and value-added.

Table 103-2. Evaluation Criteria

M ovement Event Manifest Transmission to GTN
1. Ocean Shipments
a. Commercial Liner and Charter Service Within 12 hours of event

(Goal of 4 hours)
b. Exercise and wartime unit and sustainment moves on|Within 24 hours of event
gray bottom USNS Vessels (LM SR, FSS, RRF) (Goal of 4 hours)
2. All intra-theater cargo and passenger movements (all Within 2 hours of event
modes)
3. All Air, Truck, and Rail cargo and passenger inter- Within 1 hour of event
theater movements
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